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The Municipal Technical Advisory Service (MTAS) was 
created in 1949 by the state legislature to enhance the quality 
of government in Tennessee municipalities. An agency of the 
University of Tennessee Institute for Public Service, MTAS 
works in cooperation with the Tennessee Municipal League 
and affiliated organizations to assist municipal officials.
By sharing information, responding to client requests, 
and anticipating the ever-changing municipal government 
environment, MTAS promotes better local government 
and helps cities develop and sustain effective management 
and leadership.
MTAS offers assistance in areas such as accounting and 
finance, administration and personnel, fire, public works, 
law, ordinance codification, and water and wastewater 
management. MTAS houses a comprehensive library and 
publishes scores of documents annually.
MTAS provides one copy of our publications free of charge to 
each Tennessee municipality, county and department of state 
and federal government. There is a $50 charge for additional 
copies of “The Tennessee City Recorder Handbook.”
Photocopying of this publication in small quantities for 
educational purposes is encouraged. For permission to copy 
and distribute large quantities, please contact the MTAS 
Knoxville office at (865) 974-0411.
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DUTIES OF CITY RECORDER
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publication	Your Municipal Code, Adopting It 
and Keeping It Up to Date.)
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records	retention	schedule.	MTAS	has	developed	
























































STORAGE AND RETRIEVAL SYSTEMS
See	the	MTAS	publication	Records Management for 
Municipal Governments.	
MISCELLANEOUS DUTIES 
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EFFECT ON TAXES OF THE 
AGRICULTURAL, FOREST, AND 

























































































































































































































•	 Real Property Ad Valorem Taxes in Tennessee.	The	
University	of	Tennessee’s	Municipal	Technical	
Advisory	Service,	2004.
•	 Municipal Handbook 2005.	The	University	
	 of	Tennessee’s	Municipal	Technical	Advisory	
Service,	2005.

























































































RENEWAL OF BUSINESS 
LICENSES AND PAYMENT 































































































































































DETAILED PROCEDURES FOR COLLECTING 






























USEFUL REFERENCES ON THE WHOLESALE 
















FORMS RELATED TO THE WHOLESALE BEER 
TAX AND PERMITS—APPENDIX 3
•	 Application	for	Beer	Permit


















































































































	 	 1)	 To	the	county	general	fund	if	the	tax	is	
collected	in	unincorporated	areas.




























































RECEIVING PAYMENTS OF LIQUOR 


































































































































































Peddlers, Charitable Solicitations, 




























WHAT THEY ARE AND 













































































ISSUANCE OF CAPITAL OUTLAY, 
GRANT ANTICIPATION, 























THE LOCAL GOVERNMENT PUBLIC 






































































































































































































































































































































































publication	titled	Drug Fund Manual by	J.	Ralph	
Cross	and	Rex	Barton,	published	in	2003.
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procedures,	see	Internal Control and Compliance 
Manual for Tennessee Municipalities,	published	by	the	
comptroller	of	the	treasury	of	the	state	
of	Tennessee.


































































  jurisdiction   Restrictions









	 	 		 No	restrictions
		(f)	State		...............Gasoline	and	Motor	Fuel	Taxes	.......... City	streets	........... See	Municipal Handbook,	
	 	 	 	 Chapter	7
		(g)	State		............Special	Tax	on	Petroleum	Products	....... City	streets	........... See	Municipal Handbook,	




COUNTY AND STATE‑SHARED TAXES




































































































ALCOHOLIC BEVERAGE TAX 



















STATE GASOLINE AND 




































share	 of	 that	 tax	 is	 24.75	 percent;	 municipalities’	
share	is	12.38	percent.	T.C.A.	§	67-3-905.
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Compressed natural gas tax:	 13	 cents	 per	 gallon	
(T.C.A.	§	67-3-1113)





Liquified gas tax. liquified petroleum tax:	14	cents	
per	gallon.	(	T.C.A.	§	67-3-1102)



































Street Aid Fund Expenditures: On the Road to 
Understanding,	Ron	Darden,	MTAS,	
	 July	8,	2005).



































































































































CODING OF REVENUES ON RECEIPT 
















CODING OF COLLECTIONS 
AS AGENT FOR THE STATE FOR 





Purpose            Code No.
Due	state—Moving	traffic	violations		 21523
							and	DWI
Returned	checks	collection		 			 	 13290
						(a	good	check	replacing	a	bad	check)	










TOTALING THE DAILY CASH 
REPORT AND BALANCING 



























































Form Related to Cashiering and Accounting 
for Revenue—Appendix 6
Daily	Cash	Report	Form
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•	 Tennessee Code Annotated;	and
•	 Municipal Court Manual.	The	University	of	
Tennessee’s	Municipal	Technical	Advisory	Service,	
Rex	Barton	and	Melissa	Ashburn,	April	2007.
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VI. OTHER DUTIES THAT MAY BE 





























A	comprehensive	guide,	Budget Manual, An 
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CAPITAL ASSETS ACCOUNTING 
REFERENCES












































































































•	 Municipal Handbook 2005,	The	University	of	
Tennessee’s	Municipal	Technical	Advisory	
	 Service,	2005.
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FORMS RELATED TO THE PROPERTY TAX
 TAX NOTICE CARD











   RECORDED OWNER AS OF
PROPERTY TAX INFORMATION
100% LAND VALUE $
100% IMPMT VALUE $
PER PROP VALUE $
TOTAL PROP VALUE $
ASSESSMENT










  ROLLBACK TAXES
       FOR
       THRU









IMPORTANT IF YOU MAIL YOUR TAX PAYMENT, PLEASE WRITE THE 
RECEIPT NUMBER (REC. NO.) ON YOUR CHECK, OR 
 RETURN THIS TAX BILL WITH YOUR PAYMENT.
(FRONT)
(BACK)
STATE PROPERTY TAX RELIEF PROGRAM
If you are 65 years of age or a permanently disabled homeowner, you may be eligible 
for the State Property Tax Relief Program. You must own and reside on the property. 
The annual income from all sources for each owner shown on the deed must not exceed the 
yearly income limitation. If you believe that yourself or someone you know may qualify for 
this refund, please contact the office of your County Trustee or City Tax Collector. 
Applications for property tax relief must be filed prior to the property tax delinquency date
of your city and/or county.
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MAP AND PARCEL 
100% LAND VALUE $
100% IMPMT VALUE $
PER. PROP. VALUE $
TOTAL PROP. VALUE $
ASSESSMENT AT          % $
NET PROPERTY TAXES $
SSD $
SSD $









 WARD DEED BOOK DEED BK. PG.  ACRES
DEED
CALC.
 PLAT BOOK PAGE BLOCK LOT INT. CODE
PLEASE CHECK THE PARCELS AS IT IS YOUR RESPONSIBILITY 
TO SEE THAT TAXES ARE PAID ON ALL YOUR PROPERTY
VOID IF NOT VALIDATED
IF PAYMENT IS MADE BY CHECK, THIS RECEIPT IS NOT VALID UNTIL 
CHECK HAS BEEN HONORED BY THE BANK ON WHICH IT WAS DRAWN. 
TAXPAYER’S COPY





A LISTING OF THE LEVIES COM-
POSING THE TAX RATE AND THE 
PURPOSES FOR WHICH LEVIED 
IS AVAILABLE IN THE OFFICE OF 












DATE PAID AUTHORIZED OFFICIAL
FORMS RELATED TO THE PROPERTY TAX
 PROPERTY TAX RECEIPT
THE TENNESSEE CITY RECORDER HANDBOOK • MUNICIPAL TECHNICAL ADVISORY SERVICE   49
FORMS RELATED TO THE PROPERTY TAX
 PROPERTY TAX RELIEF APPLICATION
Page	1
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FORMS RELATED TO THE PROPERTY TAX
 PROPERTY TAX RELIEF APPLICATION
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56
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FORMS RELATED TO THE PROPERTY TAX
 STATE OF TENNESSEE CHANGE OF ASSESSMENT CERTIFICATION
As Assessor of Property, I hereby certify the change shown below to be correct for 
the __________ tax year and authorize you to make this change in the tax book. 
COUNTY NAME: ___________________________________  DATE: _________________
FROM COUNTY ASSESSOR: _______________________________________________________
TO:     CITY RECORDER     COUNTY TRUSTEE     DELINQUENT TAX ATTORNEY     (Circle one)
DIST _______ MAP _______ GP _______ C-MAP _______ PARCEL _______ S/I _______
CHECK ONE:   ADD-PICK UP    CHANGE    DELETE RECEIPT NO. _________________
PROPERTY OWNER’S NAME: ______________________________________________________
THE ASSESSMENT HAS BEEN CHANGED ON THE ABOVE PROPERTY.
LOT OR ACREAGE CHANGE (IF APPLICABLE): ________________________________________
PREVIOUS: _____________________________________________________________________
REVISED: _______________________________________________________________________
PREVIOUS ASSESSMENT: $ __________
REVISED ASSESSMENT: $ __________




   ___________________________________________      
                                                 AUTHORIZED OFFICIAL
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FORMS RELATED TO THE PROPERTY TAX
 NOTICE OF CALCULATION FOR CERTIFIED TAX RATE
     County	 	 	 			Jurisdiction	 	 	 	 													Tax	Year
	 1.	 Total	locally	assessed	real	property	 $
	 2.	 Total	assessed	value	of	tangible	personal	property	 $




	 	 equalization	for	CTR	computation	 $
	 6.	 Net	assessment	gain	from	adjustments	by	county	board	of	equalization	 $
	 7.	 Net	assessment	loss	from	adjustments	by	county	board	of	equalization	 $
	 8.	 Estimated	public	utility	assessments	 $






From	County Property Tax Manual,	County	Technical	Assistance	Service,	January	2005.
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CLASSIFICATION 1 Tax	Due:	December	31



























FORMS RELATED TO THE BUSINESS TAX
 QUICK REFERENCE TO CLASSIFICATIONS AND TAX RATES
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CLASSIFICATION 3 Tax	Due:	June	30





























FORMS RELATED TO THE BUSINESS TAX
 QUICK REFERENCE TO CLASSIFICATIONS AND TAX RATES
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1.  Opening date of business at this location:
2.  Exact business name and location                     3.  Business mailing address
Name (trade name at this location)           Name (corporate name if applicable)
Street, Highway (Do not use P.O. Box)           Street, Highway, Route or P.O. Box
City   State       ZIP         City           State              ZIP
4.  Business phone number (include area code)                    5.  Federal employer I.D. no.                       ___ Applied for
               __  __  __  __  __  __  __  __  __  __ ___ Not required
6.  State sales tax number                               ___ Applied for           ___ Not required




 ___ Other                                   Enter date of incorporation or domestication in Tennessee ______/______/_______    
8.  Identify owners, officers, and/or partners (Attach additional names, addresses, phone numbers, and Social Security numbers on a separate 
sheet.)
(1)  Name    Home phone   Social Security number
         __  __  __ -- __  __ -- __  __  __  __
Street address (not P.O. Box)     City   State   ZIP
(2)  Name    Home phone   Social Security number
         __  __  __ -- __  __ -- __  __  __  __
Street address (not P.O. Box)     City   State   ZIP
9.  Describe the exact business activity, stating the major produces and/or services sold:
Is the business ___ Retail      ___ Wholesale      ___ Both      ___ Manufacturer      ___ Amusement
Percent retail _____%           Percent wholesale _____%
10. Do you operate more than one business location in this city? (If yes, attach additional names and addreses.)    ___ Yes          ___ No
11. Reason for filing this application:  ___ Starting a new business     ___ Change in corporate structure    
 ___ Change in ownership or purchase of an existing business. Name of the business you are purchasing: _________________________________
___ Other ______________________________________________________________________________
12. This application must be received within 20 days from commencement date of business, or penalty and interest will apply.
       •  Minimum fee ..........................................................................................................................................................$ 15.00
       •  Penalty (5% for each 30 days or fraction thereof, not to exceed 25%) ................................................................. $____________
       •  Interest ( ________ per annum from delinquent date until paid)  ( __________ x number of days late) .............. $____________
       •  Registration fee .....................................................................................................................................................$ 5.00
       •  Total payment due. MAKE CHECK IN THIS AMOUNT. ........................................................................................$ ____________
13. The statements made in this application are true to the best of my knowledge and belief. (This application must be signed by the individu-
al/owner or by a partner or by an officer of the corporation.)
By: ______________________________________________________  _________________________________________  __________________
 Signature of owner, partner, or corporate officer (do not print) Title Date
13. I have read and can comply with the home occupation ordinance. ______________________________________  Not applicable _____




FORMS RELATED TO THE BUSINESS TAX
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FORMS RELATED TO THE BUSINESS TAX
1. Total Gross Sales for Tax Period (Less Sales Tax) ....................................................................................... $ ____________________
2. Less:  Deduction for Business Tax Purposes from Line 12, Schedule A, .................................................... $ ____________________
3. Taxable Gross Sales for Tax Period (Line 1 Less Line 2) .............................................................................. $ ____________________
a.  Retail Sales                            % of Taxable Gross Sales .................................................................... $ ____________________
b.  Wholesale Sales                     % of Taxable Gross Sales ..................................................................... $ ____________________
4. Retail Rate of Tax                       (if applicable)
(Line 3a Multiplied by Rate) ........................................................................................................................... $ ____________________
5. Wholesale Rate of Tax                     (If applicable, must be 20% or more of Total Gross)
(Line 3b Multiplied by Rate) ........................................................................................................................... $ ____________________
6. a.  Preliminary Gross Business Tax Due (line 4 plus 5) ................................................................................ $ ____________________
b.  LESS:  Minimum License Fee Previously Paid  (Former License #                                                )
 Limited to amount on line 6a .............................................................................................................. $ ____________________
c.  Business Tax Base Prior to Local/State Calculations - Line 6a - Line 6b (do not enter less than zero) ..   $ ____________________
7. a.  Local  66.67% of Line 6c ......................................................................................................................... $ ____________________
b.  State  Line 6c less 7a ..............................................................................................................................
8.      Less:  Personal Property Tax (Limited to Local Tax Amount - Line 7a ................................................... $ ____________________
9. a.  Tax-Local - Lines 7a less Line 8 (do not enter less than zero); State - enter line 7b ............................... $ ____________________ $ ____________________
b.  Calculate 15% state share of local tax                    Line 9a (local) times 15%=9b
c.  Local & state tax liability.  Local - Line 9a (local) less line 9b; State - Line 9a (state) plus line 9b ........ $ ____________________ $ ____________________
d.  Calculate percentage used to allocate penalty and interest.  Divide line 9c (Local) by the Sum of
     amounts (Local & State) Line 9c and enter as a percentage using the format of xx.xx%.  Repeat
     calculation dividing line 9c (state) by the Sum of amounts (Local & State) line 9c.
10. Penalty  (Rate = 5% for each 30 day period or portion thereof for which tax is delinquent (total penalty not to exceed 25%)
Calculate total penalty - apply rate to sum of amounts (local & state) Line 9c and enter results here.  (See instructions)
(Minimum penalty =$15) .........................................................  Penalty = $
a.  Local - Multiply Penalty amount by percentage on line 9d (Local) .......................................................... $ ____________________
b.  State - Multiply Penalty amount by percentage on line 9d (State) ..........................................................
11. Interest (Rate x # of days delinquent divided by 365.25 x Line 9c) ............................................................ $ ____________________ $ ____________________
12. Total   Add Lines 9c, 10a, 10b & 11 (if applicable) From BOTH Local & State Columns ............................. $ ____________________ $ ____________________
13. Collecting and Recording Fees ($5 per location for consolidated return) ..................................................... $ ____________________
14. Minimum Tax For Next Period Note: Minimum tax is due regardless of amount of credits claimed Line 8
($15 per location for consolidated return) ..................................................................................................... $ ____________________
15. Penalty  Add 5% of Line 14 for each 30 day period or portion thereof for which tax is delinquent - Not to exceed 25% .................... $ ____________________
16. Interest  (Rate x # of days delinquent divided by 365.25 x Line 14) ........................................................... $ ____________________
17. Total Minimum Tax and Business Tax  Sum of Amounts in Line 12, 13, 14, 15, 16 from Local & State Columns ................ $ ____________________
Make Check for Amount in Line 17
This application along with proper remittance must
be received by this office on or before the dates
applicable to the classification in which the busi-
ness is classified or within 20 days after com-
mencement of business for a new business, or
penalty and interest provided by Section 67-4-
720, Tennessee Code Annotated will apply.
BUSINESS TAX ACT
LICENSE AND TAX REPORT
COUNTY/CITY
Tax Period




COUNTY and/or CITY ONLY
Date Received
Business Tax Receipt Number(s)
Classification Number
Indicate Retail, Wholesale or Both
Amount Received Minimum Tax
Business Tax
(Excluding penalty, Interest, Credits and Less)
Penalty and Interest
B.  Type Business-Dominant Activity (primary product, vocation or occupation)
      If  this is a final report, state date business ceased to operate.









Personal Property Tax Date Pd. Rec’pt #
[Computed daily from date delinquent until paid]
STATE
BUSINESS CLOSING
A FINAL REPORT MUST BE FILED WITHIN 15
DAYS OF YOUR LAST DAY OF BUSINESS IN
ORDER TO AVOID PENALTY & INTEREST.
Important:  If this return is filed with the proper collecting agencies prior to the delinquency
date shown above for the appropriate business class, skip to line 12 below.  If filed late,









Class 1 B & 1C
Class 1D - Fuel
Jan 01 to Dec 31















Apr 01 to Mar 31
July 01 to June 30
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11. Other (Specify) _______________________________________________
___________________________________________________________ .................................................................. $ __________________
C.  Sales Tax Reports
1. Gross Taxable Sales for Tax Purposes to the State of Tennessee .................................................................................... $ __________________
2. Total Amount of Deductions for State Sales Tax Purposes for Tax Period.  Schedule A.
State Sales Tax Return ........................................................................................................................................................ $ __________________
3. Total Amount of Sales Tax Due State for Tax Period.  Line 14, State Sales Tax Return ................................................... $ __________________
The amounts reflected above should equal the total of these items on all State Sales and Use Tax Returns for tax period, including any monthly returns
which may be delinquent.
Schedule A.  Deductions for Business Tax Purposes
1. Sales of Services substantially performed  in other States ................................................................................................. $ __________________
2. The proceeds of the sale of goods, wares, or merchandise returned by the customer when the sales price is refunded
either in cash or by credit.  Line E, Schedule A, State Sales Tax Return ........................................................................... $ __________________
3. Bona Fide Sales in Interstate Commerce where the purchaser takes possession outside of Tennessee for use or
consumption outside of Tennessee and item is actually delivered by the seller or common carrier .................................. $ __________________
4. Cash discounts allowed and taken on sales.  Line C Schedule A, State Sales Tax Return .............................................. $ __________________
5. Repossessions - Enter that portion of the unpaid principal balances in excess of $500.00 due on  tangible personal
properties repossessed from customers.  Line H, Schedule A, State Sales Tax Return .................................................... $ __________________
6. The amount allowed as trade-in value for any articles sold ................................................................................................ $ __________________
7. Amounts subcontracted to others for additions or improvements to real property.
Attach list of subcontractors and their addresses, items subcontracted and amounts ....................................................... $ __________________
Federal excise taxes and state privilege and excise taxes on the following items (indicate amounts sold and deductions):
8. Gasoline and Motor Fuel Tax:
a. Gasoline tax paid ......................................................................................... Federal $ ____________________
State $ ____________________
Totals .............................................. $ __________________
b. Motor Fuel Use Tax Paid ............................................................................ Federal $ ____________________
State $ ____________________
Totals .............................................. $ __________________
c. State Special tax on petroleum products ......................................................................................................................... $ __________________
d. Liquified Gas for Motor Vehicle ....................................................................................................................................... $ __________________
9. Tobacco Tax:
a. Cigarettes .................................................................................................... Federal $ ____________________
State $ ____________________
Totals .............................................. $ __________________
b. Other Tobacco Products: ............................................................................ Federal $ ____________________
State $ ____________________
Totals .............................................. $ __________________
10. Beer ................................................................................................................. Federal $ ____________________
State $ ____________________
a. Wholesale Tax 17% of wholesaler’s cost per beer sold ............................................. $ ____________________
Totals ............................................. $ __________________
12. Total Deductions.  Enter here and in Line B2, Page 1 ........................................................................................................ $ __________________
(Note: All deductions must have adequate records maintained to substantiate deductions claimed, otherwise they will be disallowed.)
I certify that this return, including any accompanying schedule or statements, has been examined by me and is, to the best of my knowledge and belief, a true and complete return,
made in good faith, for the tax period stated pursuant in the provisions of Chapter 58 of Title 67, Tennessee Code Annotated, known as the “Business Tax Act”.  If prepared by
anyone other than the taxpayer, this return is based upon all information of which I have any knowledge, under penalties provided by the “Return Preparer Act of 1969.”
This return is for  the tax period from to
Sign Date
Here By Date
Signature of preparer, including title  if employee of the taxpayer.  If person preparing return is not an employee of the
taxpayer, state name of attorney, CPA or PA  and signature of employee preparing return.
Persons with two or more business locations in a city and/or county may, upon request, obtain forms and file with the appropriate collection officer consolidated tax returns,
provided only, however, that such businesses are taxable under the same classification and at the same rate.  Consolidated returns must contain a schedule, by individual
locations, giving information necessary to determine tax liability at each location.
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REMINDERS
1. Annual taxpayers report collections for June 1 through May 31.
2. Annual returns are delinquent after June 20th.
3. Monthly and quarterly returns are due the 15th of the month.




Due Date Situs Code
TENNESSEE DEPARTMENT OF REVENUE





Returns must be postmarked by the
due date to avoid the assessment of
penalty and interest.  Returns must be
filed even if no tax was collected.
Make your check payable to Tennes-
see Department of Revenue for the
amount shown on line 14 and mail to:
Tennessee Department of Revenue
Andrew Jackson State Office Bldg.
500 Deaderick Street
Nashville, TN  37242
ROUND TO NEAREST DOLLARKEEP A COPY OF THIS RETURN FOR YOUR RECORDS
I certify that this report has been examined by me and is to the best
of my knowledge and belief a true and complete report, made in good
faith for the taxable period stated, pursuant to the provisions of Chap-
ter 58, Title 67, Tennessee Code Annotated, and Rules and Regula-
tions issued under authority thereof.
1. Total business tax, penalty, and interest collected excluding local audit collections ....................................................................... ___________________
2. Credits for payments made to county/city after enactment of Public Chapter 856, Acts 2002
a. Total credits allowed for payments made to county/city under T.C.A. Sec. 67-4-713(a)(3)-(a)(7) ............................................ ___________________
3. Total business tax base (Line 1 plus line 2a) ..................................................................................................................................... ___________________
4. a. Total business tax, penalty, and interest collected for periods prior to enactment of Public Chapter 856, Acts 2002
plus business tax on transient vendors and flea markets ............................................................................................................ ___________________
b. Total penalty and interest collected on local portion of business tax due after enactment of Public Chapter 856, Acts 2002 .. ___________________
c. Total penalty and interest collected on state portion of business tax due under T.C.A. Sec. 67-4-724(a)(1)-(a)(2) ................. ___________________
5. Total business tax base subject to allocation under T.C.A. Sec. 67-4-724(a)(2) (Line 3 less lines 4a, 4b, and 4c) ...................... ___________________
6. Total collections allocated to state under T.C.A. Sec. 67-4-724(a)(2) (33.33% of Line 5) .............................................................. ___________________
7. Total business tax, penalty, and interest subject to allocation under T.C.A. Sec. 67-4-724(a)(1) (Line 1 less lines 4b, 4c and 6) ___________________
8. Total collections allocated to state under T.C.A. Sec. 67-4-724(a)(1) (15% of Line 7) ................................................................... ___________________
9. Total state’s share of business tax (Sum of lines 4c, 6 and 8) ......................................................................................................... ___________________
10. Less 5% County Clerk’s commission on funds collected and paid over to state (5% of Line 9) (Cities enter 0) ........................ ___________________
11. Total business tax due to the state (Line 9 less Line 10) .................................................................................................................. ___________________
12. Penalty - 5% of Line 11 for each 30-day delinquent period, or portion thereof, not to exceed 25%; Minimum penalty is $15 ....... ___________________
13. Interest - If filed late, 8.00% of Line 11 per annum computed from the date due to the date of payment ....................................... ___________________
14. Total remittance (Line 11 plus lines 12 and 13) (Enclose check in amount payable to Tennessee Department of Revenue) ........ ___________________
FOR OFFICE USE ONLY
FORMS RELATED TO THE BUSINESS TAX
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For additional information, contact the Taxpayer Services Division in one of our Department of Revenue Offices:
Tennessee residents can also call our statewide toll free number at 1-800-342-1003.





























BUSINESS TAX RETURN INSTRUCTIONS
NOTE:  Enter the amounts collected during the reporting period on the appropriate line as indicated below. Commissions on sales of lottery tickets
are subject to the business tax at the rate applicable to the Classification 1 rate applicable to fifty-one percent (51%) of the entity’s normal business
activity. Lottery ticket sales are not subject to the business tax.
Line 1: Enter the total of all collections, whether city or county, except tax, penalty, and interest collected as a result of local government field business
tax audits. This should equal the sum of both (Local and State) columns on Line 12 of all local business tax returns submitted for the tax period.
Include receipts from transient vendors and flea markets and adjustments.  Include self-assessed business tax being reported in this line also.
Line 2: Leave Blank
Line 2a: Enter the total amount of all credits allowed for payments to the county/city under Tenn. Code Ann. Section 67-4-713(a)(3) – (a)(7). This
should equal the amounts reflected on Line 8 of all local business tax returns submitted for the tax period.
Line 3: Calculate the total business tax base by adding Lines 1 and 2a.
Line 4a: Enter the total business tax, penalty, and interest collected for periods prior to enactment of Public Chapter 856, Acts of 2002 plus business tax
on transient vendors and flea markets.
Line 4b: Enter the total penalty, and interest collected on the local portion of the business tax due after enactment of Public Chapter 856, Acts of 2002.
This should equal the sum of Line 10a (Local) and Line 11 (Local) of all local business tax returns submitted for the tax period.
Line 4c: Enter the total penalty, and interest collected on the state portion of the business tax due under Tenn. Code Ann. Section 67-4-724(a)(1) and
(a)(2). This should equal the sum of Line 10b (State) and Line 11 (State) of all local business tax returns submitted for the tax period.
Line 5: Enter the total business tax base subject to allocation under Tenn. Code Ann. Section 67-4-724(a)(2). Subtract Lines 4a, 4b, and 4c from Line
3. This should equal the total amounts reported of Line 6c of all local business tax returns submitted for the tax period.
Line 6: Calculate the total business tax collections allocated to the state under Tenn. Code Ann. Section 67-4-724(a)(2) by multiplying the amount in
Line 5 by 33.33% (Line 5 x .3333). This should equal the total amounts reported of Line 7b (State) of all local business tax returns submitted
for the tax period.
Line 7: Calculate the total business tax, penalty, and interest subject to allocation under Tenn. Code Ann. Section 67-4-724(a)(1). Subtract Lines 4b, 4c,
and 6 from Line 1. If the total business tax due is zero but there is a $15 penalty, the $15 penalty will be split 85% local and 15% state.
Line 8: Calculate the total business tax collections allocated to the state under Tenn. Code Ann. Section 67-4-724(a)(1) by multiplying the amount in
Line 7 by 15% (Line 7 x .15).
Line 9: Calculate the total state’s share of business tax collections reported for the tax period by adding the amounts on Lines 4c, 6, and 8.
Line 10: County Clerks calculate their commission on business tax funds collected and paid over to the state by multiplying the amount in Line 9 by 5%.
(Line 9 x .05) City business tax collectors will enter zero (0).
Line 11: Calculate the total business tax due to the state by subtracting Line 10 from Line 9.
Line 12: Calculate any penalty due for late filing by adding 5% of Line 11 for each 30-day period the return is delinquent. The penalty due may not exceed
25% of the amount reflected in Line 11. The minimum penalty due is $15.
Line 13: Calculate any interest due for late filing. Multiply the amount on Line 11 by the Department’s current interest rate per annum and compute the
interest due from the return due date to the date of payment.
Line 14: Calculate the total remittance due by adding Lines 11, 12, and 13. Enclose a check in the amount shown with the return payable to the Tennessee
Department of Revenue.
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The undersigned hereby applies to the Beer Board for which type of Beer Permit. # __________
 1. Selling, storing and distributing beer for consumption off the premises where sold.
 2. Selling, storing and serving beer on the premises where sold.
 3. Selling, serving and distributing beer for both on and off premises consumption.





Residence of applicant Residence Telephone:
Applicant’s Date of Birth Social Security  Drivers License #
How long has applicant lived in Tennessee?
List residences for the past three years:
Number of seats in business Number of off-street parking spaces
Name of owner of business if different from applicant:
Is business individually owned, a partnership or corporation?
List names, ages and addresses of owners or corporate officers
Have you or any owner in said business been convicted of any violation of the liquor laws or of any crime involving moral
turpitude within 10 years of this date: If so, explain
Will any person be employed by you who, within the last 10 years has been convicted of any violation of the liquor laws or
any crime involving moral turpitude?
Will any minors be employed by you? If so, explain
Do you agree that no sales will be made by you or any person employed by you to minors?
Will you comply with all State and/or local laws regarding the sale of beer?
Do you agree to sell beer only at the location applied for?
Do you understand your permit may be suspended or revoked for violations of the local and/or State beer laws?
Do you have restroom facilities for both men & women? If yes, describe
Do you agree to report to the Beer Board any change in ownership and agree to turn in your permit when you are no longer 
operating at this address?
References: Name Address
Do you agree to turn in your permit if you cease operation at the location listed above?





          
                       The above signed makes oath that all the statements contained in the foregoing application are true. 
 Notary Public
Sworn to and subscribed before me this                                   day of                                                    , 20            .
My commission expires:
FORMS RELATED TO THE WHOLESALE BEER TAX AND PERMIT
APPLICATION FOR BEER PERMIT
The	latest	alcoholic	beverage	information	can	be	downloaded	from	
the	Tennessee	Alcoholic	Beverage	Commission	Web	site	at	http://www.tennessee.gov/abc/index.htm
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Tennesee Alcoholic Beverage Commission
Information for Liquor Stores
HOW TO OBTAIN A RETAIL PERMIT 
 1.    APPLICATION FORM: Form #AB-0015. This application should be notarized and filled out completely. 
The cut off date for all information to be received in this office (in order to be placed on the agenda) is 
two (2) weeks prior to the Commission meeting. To obtain an application, contact the Alcoholic Beverage 
Commission, 226 Capitol Blvd., Suite 300, Nashville, TN 37243-0755; (615) 741-1602 or by email.
 2.    QUESTIONNAIRES: Form #AB-0021. Owners, partners, officers, managers and/or any person 
who owns five percent (5%) or more in the corporation or the business, should complete these forms. 
All questionnaires should be filled out completely.
 3.    CERTIFICATE OF COMPLIANCE. This can be obtained from the Mayor’s office of your local 
government. To find out the requirements for a Certificate of Compliance for Davidson County, go to the 
website of www.Nashville.gov, then go to Title7 - Alcoholic Beverages and then go to Chapter 7.16. The 
contact in Davidson County to obtain a Certificate of Compliance is Sally Palmer at 615-862-6380 with 
the Legal Department of the Mayor’s Office.
 4.    CERTIFICATE OF OCCUPANCY. If establishment is located in Davidson County, you may obtain the 
Certificate of Occupancy approval letter from the Metropolitan Codes Department, Metro Howard Office 
Building, telephone number 615-862-6550. The contact person is Mary Mosley. If the establishment is not 
located in Davidson County, you may contact the local Codes Department in the city or county in which the 
establishment is located.
 5.    PROOF OF POSSESSION. A Lease, Deed, Bill of Sale or other type of document which shows that 
the application is actually leasing or is in possession of the property, should be furnished to this office. Along 
with the lease, a copy of the Deed (registered with the Registrar of Deed’s Office) is to be furnished also.
 6.    CHARTER FROM THE STATE OF TENNESSEE. (This document is required only if the applicant is 
a corporation, a limited liability company (LLC) or a formal partnership). A copy of your Tennessee charter 
must be furnished to this office and it can be obtained from the Tennessee Secretary of State’s Office, 
6th Floor, William Snodgrass Building, 7th Avenue North between Charlotte Avenue and Union Avenue, 
Nashville, Tennessee, telephone 615-741-2286.
 7.    LIST OF OFFICERS AND OWNERS OF CORPORATION. A separate list of officers (with their titles) 
and owners with five percent (5%) or more ownership, and the amount of percentage, needs to be furnished 
with the application. 
 8.    COPY OF NEWSPAPER NOTICE AND SWORN STATEMENT REGARDING THE PUBLICATION. 
Article needs to be run in your local newspaper for three (3) consecutive days.
 9.    WAIVER OF ANY RIGHT TO AN ADMINISTRATIVE HEARING BY APPLICANT. 
10.  SALES TAX NUMBERS. The Tennessee sales tax number can be obtained from the Tennessee 
Department of Revenue, 3rd Floor, Andrew Jackson Building, 500 Deadrick Street, Nashville, Tennessee 
37242, telephone 615-253-0600.
11.  TABC INSPECTION. An inspection will be made by one of our agents only after application has been 
reviewed at the Commission meeting.
12.  COPY OF ALL LOAN CONTRACTS.
http://www.state.tn.us/abc/retail.html
FORMS RELATED TO LIQUOR SALES
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13.  FINANCIAL BACKGROUND CHECK OF APPLICANT.
14.  CREDIT CHECK FROM BANKING/LENDING INSTITUTION.
15.  FEDERAL FORM TO SELL LIQUOR. Federal Form ATF F 5630.5 (10-93). This form should be filled 
out and returned to the Department of the Treasury, Bureau of Alcohol, Tobacco and Firearms, PO Box 
371962, Pittsburgh, Pennsylvania 15250-7962.
16.  EMPLOYEE PERMITS. Form AB-0014.  All employees have to obtain an employee permit card. The cost 
is $2.00 and it is good for one year. The date of the card is from January 1 thru December 31.
 
Printable version will be online soon!
Notary services available at our office. 
FORMS RELATED TO LIQUOR SALES
THE TENNESSEE CITY RECORDER HANDBOOK • MUNICIPAL TECHNICAL ADVISORY SERVICE   63
Lot	Owner	 	 	 	 	 	 	 	 	 Phone	#
Present	mailing	address




This	Building	 	 	 	 	 	 	 	 	 				Purpose
Contractor	 	 	 	 										Phone																	 		 TN	License	#
Type	of	Work:		New	 	 		Alter	 	 						Add	 						Repair			 						Move	 									Dwmh
Occupancy:	Residential	 Commercial								Industrial	 					Other
Square	Footage:		Heated	 	 	 								Unheated		 	 																	Total
Computed	Value	of	Building	or	Contract	Price	 	 	 	 	 									$
New	Resident?	 	 	 	 	 						Size	of	Household
Other	Information	&	Special	Conditions
Note: THIS PERMIT VOID IF WORK NOT STARTED WITHIN SIX (6) MONTHS FROM DATE OF ISSUE.




building codes,	state laws,	or	subdivision covenants.











removed;	and	3)	that	I	understand	that	I	am	to	contact	the	Building	Commissioner’s	Office	before foundations are poured;	and	4)	in	
the	case	of	manufactured	housing	and	other	portable	buildings	that	I	understand	that	I	am	to	contact	the	Building	Commissioner’s	Office	for	a	
site	inspection	of	the	setbacks	immediately after siting the building;	and	5)	that	I	understand	that	this	building	permit	is not transferable	to	
another	lot	and	entitles	me	to	site	only the particular building and square footage stated above.	





edge of   Street Pavement





   
   
 li
ne
property       line
Note:	This	is	a	sample	permit	application.	Contact	your	local	building	department	for	a	current	application.	
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CLASS OF WORk (check one)
     New         Addition         Alteration         Repair          Move         Remove
DESCRIPTION OF WORk
IF NEW     Heated square footage:                            Unheated square footage:                          x 0.33  = 
VALuATION         FEE BASE SquARE FOOTAgE
COMMENTS
Residential Building Permit Application






Subdivision:        Lot number:
Owner name (per deed):
 Address:             City: 
 State:                 ZIP:                                                                          Telephone:   (         )




If you do not have a contractor ID number assigned by 
the city, you must fill out a request for such a number. 
Ask for the Contractor ID Number Application. 
Information in this box is provided by the Building Department.
Zone:    Right of way:     Report code:
Setbacks (front/right/left/back):  /       /            /                           Initials:
NOTICE: Separate permits are required for electrical, plumbing, heating, ventilating and air conditioning. This permit becomes 
null and void if work or construction authorized is not commenced within 6 months or if construction or work is suspended or abandoned 
for a period of 6 months at any time after work has commenced. 
I hereby certify that I have read and examined this application and know the same to be true and correct. All provisions of laws 
and ordinances governing this type of work will be complied with whether or not specified herein. The granting of a permit does 
not presume to give authority to violate or cancel the provisions of any other state or local law regulating construction or the 
performance of construction. 
Signature of contractor or authorized agent or owner if owner/builder     Date
If modification to an existing dwelling and/or construction of accessory structures the fee is based on valuation.
                           Phone (      )                                                    Fax (      ) 
DOCUMENTS AND FORMS             RELATED TO CODES
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Property Address                      Work Location (space, suite or apt. #, etc.)
Project Name        Plan Review Number (if applicable)
Proposed Use (Example: shoe store, cafe, daycare, etc.)   
 Owner Name (owner per deed or person in charge of property)
 Address
 City      State     ZIP Code
 Telephone Number (including area code) 
Square Footage Involved in Project     Total Sq. Feet in Building (note Dep. of Building in SBC)
Description of Work
Note:	This	is	a	sample	permit	application.	Contact	your	local	building	department	for	a	current	application.	
Commercial Building Permit Application
City of                             Building and Housing Codes Department
NOTICE: Separate permits are required for electrical, plumbing, heating, ventilating and air conditioning, sprinkler and alarm systems and/or 
signs. This permit becomes null and void if work or construction authorized is not commenced within 6 months or if construction 
or work is suspended or abandoned for a period of 6 months at any time after work has commenced. 
I hereby certify that I have read and examined this application and know the same to be true and correct. All provisions of laws 
and ordinances governing this type of work will be complied with whether or not specified herein. The granting of a permit does 
not presume to give authority to violate or cancel the provisions of any other state or local law regulating construction or the 
performance of construction. If bank draft is indicated under Method of Payment, I do hereby authorize payment of this permit fee by 
a bank draft on my bank account. 
                 Signature                                                                   Date
CONTRACTOR INFORMATION
If you are the owner and are contracting the work yourself 
check this box:
If you are a contractor with a Contractor account number already assigned,
please fill out the following:
   ENTER YOUR JBHCD ACCOUNT NUMBER HERE
   COMPANY NAME
                           Phone (      )                                                    Fax (      ) 
BUSINESS LICENSE  
If you are unsure as to whether you need a business         
                license, please call                                     
for clarification. 
If you do not have a JHCD account number and wish to establish one,
please complete the following:




PHONE NUMBER INCLUDING AREA CODE
STATE LICENSE NUMBER  CLASSIFICATION AND LIMITS
CLASS OF WORk
[  ] New [  ] Addition [  ] Alteration
[  ] Repair [  ] Move [  ] Remove
METHOD OF PAyMENT
[  ] Cash [  ] Check number
[  ] Bank draft
Valuation of project
COMMENTS
This information to be completed by JBHCD personnel
Zone  Right of way  Report code
Setbacks:  Front  Right  Left  Rear
Occupancy type   Const. type  Initials
PROJECT INFORMATION
LOCATION
Check one:   City   County
DOCUMENTS AND FORMS             RELATED TO CODES
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                           Phone (      )                                                    Fax (      ) 
Plumbing Permit Application
City of                       Building Department
Commercial Review Number:           –    
     or
Residential Building Permit Number:           –
PROPERTy INFORMATION
Project Number:              –
Work location (address & space):
Proposed use (tenant name):
Project name (complex name):
Project address:
Owner name (per deed):
 Address:             City: 
 State:              ZIP: Telephone:   (         )
CLASS OF WORk (check one)
     New         Addition         Alteration         Repair          Move         Remove
DESCRIPTION OF WORk
Back Flow:  Bath Tubs:  Grease Traps:       Drink Fountains:
Lavatories:  Showers:  Slop Sinks:  Toilets:        Sinks:
Washing Machines:   Water Heater:       Pipe Repair:         Floor Drain:







If you do not have a contractor ID number 
assigned by the city, you must fill out a request for 
such a number. Ask for the Contractor ID Number 
Application. Plumbers in the city must be licensed 
by the city.  
NOTICE: Separate permits are required for electrical, plumbing, heating, ventilating and air conditioning. This permit becomes 
null and void if work or construction authorized is not commenced within 6 months or if construction or work is suspended or abandoned 
for a period of 6 months at any time after work has commenced. 
I hereby certify that I have read and examined this application and know the same to be true and correct. All provisions of laws 
and ordinances governing this type of work will be complied with whether or not specified herein. The granting of a permit does 
not presume to give authority to violate or cancel the provisions of any other state or local law regulating construction or the 
performance of construction. 
Signature of contractor or authorized agent or owner if owner/builder     Date
LOCATION:    [     ] CITY    [     ] COUNTY
Note:	This	is	a	sample	permit	application.	Contact	your	local	building	department	for	a	current	application.	
DOCUMENTS AND FORMS             RELATED TO CODES
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Note:	This	is	a	sample	permit	application.	Contact	your	local	building	department	for	a	current	application.	
PROPERTy INFORMATION
Project Number:              –
Work location (address & space):
Proposed use (tenant name):
Location:          [   ]  CITY        [   ]  COUNTY
Project name (complex name):
Project address:
Owner name (per deed):
 Address:             City: 
 State:              ZIP: Telephone:   (         )
CLASS OF WORk:      New         Addition         Alteration         Repair          Move         Remove
DESCRIPTION OF WORk
Outlets:           Conversion Burners:            Floor Furnaces:     Boilers:







If you do not have a contractor ID number 
assigned by the city, you must fill out a request 
for such a number. Ask for the Contractor ID Num-
ber Application. Pipe fitters in the city 
must be licensed by the city.  
NOTICE: Separate permits are required for electrical, plumbing, heating, ventilating and air conditioning. This permit becomes 
null and void if work or construction authorized is not commenced within 6 months or if construction or work is suspended or abandoned 
for a period of 6 months at any time after work has commenced. 
I hereby certify that I have read and examined this application and know the same to be true and correct. All provisions of laws 
and ordinances governing this type of work will be complied with whether or not specified herein. The granting of a permit does 
not presume to give authority to violate or cancel the provisions of any other state or local law regulating construction or the 
performance of construction. 
Signature of contractor or authorized agent or owner if owner/builder     Date
                           Phone (      )                                                    Fax (      ) 
Commercial Review Number:           –    
     or
Residential Building Permit Number:           –
gas Permit Application
City of                       Building Department
DOCUMENTS AND FORMS             RELATED TO CODES
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PROPERTy INFORMATION
Project Number:              –
Work location (address & space):
Proposed use (tenant name):
Location:          [   ]  CITY        [   ]  COUNTY
Project name (complex name):
Project address:
Owner name (per deed):
 Address:             City: 
 State:              ZIP: Telephone:   (         )
Note:	This	is	a	sample	permit	application.	Contact	your	local	building	department	for	a	current	application.	










If you do not have a contractor ID number 
assigned by the city, you must fill out a request 
for such a number. Ask for the Contractor ID Num-
ber Application. Mechanics in the city 
must be licensed by the city.  
NOTICE: Separate permits are required for electrical, plumbing, heating, ventilating and air conditioning. This permit becomes 
null and void if work or construction authorized is not commenced within 6 months or if construction or work is suspended or abandoned 
for a period of 6 months at any time after work has commenced. 
I hereby certify that I have read and examined this application and know the same to be true and correct. All provisions of laws 
and ordinances governing this type of work will be complied with whether or not specified herein. The granting of a permit does 
not presume to give authority to violate or cancel the provisions of any other state or local law regulating construction or the 
performance of construction. 
Signature of contractor or authorized agent or owner if owner/builder     Date
                           Phone (      )                                                    Fax (      ) 
Commercial Review Number:           –         
Residential Building Permit Number:            –
DOCUMENTS AND FORMS             RELATED TO CODES
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Note:	This	is	a	sample	permit	application.	Contact	your	local	building	department	for	a	current	application.	
PROPERTy INFORMATION
Project Number:              –
Work location (address & space):
Proposed use (tenant name):
Location:          [   ]  CITY        [   ]  COUNTY
Project name (complex name):
Project address:
Owner name (per deed):
 Address:             City: 
 State:              ZIP: Telephone:   (         )
CLASS OF WORk:      New         Addition         Alteration         Repair          Move         Remove
DESCRIPTION OF WORk
[    ] New Service Size                 amps          [    ] Temporary Service          [    ] Re-inspection









If you do not have a contractor ID number 
assigned by the city, you must fill out a request 
for such a number. Ask for the Contractor ID Num-
ber Application. Electricians in the city 
must be licensed by the city.  
NOTICE: Separate permits are required for electrical, plumbing, heating, ventilating and air conditioning. This permit becomes 
null and void if work or construction authorized is not commenced within 6 months or if construction or work is suspended or abandoned 
for a period of 6 months at any time after work has commenced. 
I hereby certify that I have read and examined this application and know the same to be true and correct. All provisions of laws 
and ordinances governing this type of work will be complied with whether or not specified herein. The granting of a permit does 
not presume to give authority to violate or cancel the provisions of any other state or local law regulating construction or the 
performance of construction. 
Signature of contractor or authorized agent or owner if owner/builder     Date
                           Phone (      )                                                    Fax (      ) 
Commercial Review Number:           –    
     or
Residential Building Permit Number:            –
DOCUMENTS AND FORMS             RELATED TO CODES
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Certificate of Occupancy




Use	Classification	 	 	 	 		Building	Permit	No.
Group	 	 	 Type	Construction	 	 	 							Fire	District
Owner	of	Building	 	 	 	 										Address
Building	Address	 	 	 	 	 	 Locality
Occupancy	Load
By	 	 	 	 	 	 	 	 Date
DOCUMENTS AND FORMS RELATED TO CODES
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FORMS RELATED TO CASHIERING AND ACCOUNTING FOR REVENUE
DAILY CASH REPORT FORM
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FORMS RELATED TO CASHIERING AND ACCOUNTING FOR REVENUE
DAILY CASH REPORT FORM
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FORMS RELATED TO CASHIERING AND ACCOUNTING FOR REVENUE
DAILY CASH REPORT FORM
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FORMS RELATED TO CONDUCTING CITY COURT
CONTACTS FOR SUBMITTING REPORTS AND FINES 
AND FOR REQUESTING NEW FORMS





Litigation Tax Report Information:
Tennessee	Department	of	Revenue
(615)	251-5157
The latest forms for the litigation tax can be downloaded from the 
Tennessee Department of Revenue Web site at:
http://www.tennessee.gov/revenue/tntaxes/localtaxes/litigation.htm
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DOCUMENTS AND FORMS RELATED TO INFECTIOUS DISEASE


















	 4‑501. Purpose.	It	is	the	responsibility	of	the	City	of		 	 to	provide	employees	a	place	
of	employment	that	is	free	from	recognized	hazards	that	may	cause	death	or	serious	physical	harm.	



















76 THE TENNESSEE CITY RECORDER HANDBOOK • MUNICIPAL TECHNICAL ADVISORY SERVICE





































































	 	 (a)		 While	handling	an	individual	where	exposure	is	possible;
	 	 (b)		 While	cleaning	or	handling	contaminated	items	or	equipment;
































	 	 (a)		 Tags	shall	contain	a	signal	word	and	a	major	message.	The	signal	word	shall	be	
	 “BIOHAZARD”	or	the	biological	hazard	symbol.	The	major	message	shall	indicate	the	
	 specific	hazardous	condition	or	the	instruction	to	be	communicated	to	employees.
	 	 (b)	 The	signal	word	shall	be	readable	at	a	minimum	distance	of	five	feet	or	such		
	 greater	distance	as	warranted	by	the	hazard.	
















 4‑508. Reporting potential exposure.	City	employees	shall	observe	the	following	
procedures	for	reporting	a	job	exposure	incident	that	may	put	them	at	risk	for	HIV	or	HBV	































































 4‑514. Training new employees.	During	the	new	employee’s	orientation	to	his/her	job,	all	new	
employees	will	be	trained	on	the	effects	of	infectious	disease	prior	to	putting	them	to	work.
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Signature	 	 	 		 Department	 	 	 	 	 Date
I	decline	this	offer	and	do	not	choose	the	vaccination:
	 	 	 	 	 	 	 	 	 	 	 	 	
Signature	 	 	 	 Department	 	 	 	 	 Date
DOCUMENTS AND FORMS RELATED TO INFECTIOUS DISEASE
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MUNICIPAL TRAVEL REGULATIONS
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State law requires all municipalities with 
populations less than 100,000 to adopt and file 
with the state comptroller a travel policy that 
covers expense reimbursement for elected and 
appointed officials. One of the requirements of 
the law is that MTAS “shall disseminate, and 
amend from time to time as necessary, a model 
travel and expense policy to provide guidance 
for the various municipalities.” Following 
are that model policy and two needed forms, 
approved by the comptroller.
Note: Cities adopting the MTAS model travel 
policy are required to notify the Comptroller 
of the Treasury in writing that the policy 
has been adopted and the date of adoption 
(Tennessee Code Annotated § 6-54-904). 
A simple letter saying your municipality 
has adopted the model policy and selected 
a reimbursement rate (federal or state) 
will suffice.
Municipalities have the option of writing their 
own travel and expense policy. If your city 
does so, you must file the policy with 
the comptroller.
The law appears to give municipalities the 
authority to provide vehicles for some elected 
and appointed officials. If your city provides 
vehicles, your municipal legislative body must
adopt a written policy for vehicle use that is 
separate from the travel and expense policy 
and contains no other subject matter. MTAS 
has examples of such policies if you need them.
02.11.05
MUNICIPAL TRAVEL POLICY
Updated by Melissa Ashburn, Legal Consultant
This technical bulletin includes
   • Highlights of the law on pages 1-2,
   • The comptroller-approved model policy in
       ordinance form on pages 3-4,
   • Administrative procedures to adopt along
      with the ordinance on pages 5-10,
   • A model travel authorization form on 
      page 11, and
   • A model expense reimbursement form 
      on page 12.
The two forms were developed on WordPerfect 
and Word and are available on the MTAS 
Web site. The expense form can be modified 
slightly so the calculations are automatic.
MTAS is available to help. Just call your local 
MTAS management or finance consultant.
HIgHLIgHTs Of MUNICIPAL TRAVEL
ANd ExPENsEs LAw
1. This law does not apply to municipalities 
and metropolitan governments above 
100,000 population.
2. It includes all cities with populations 
below 100,000.
3. It covers city boards, city utility boards, 
boards of education, and other boards 
or committees.
4. MTAS is required to write a model travel 
and expense policy to guide municipalities. 
This policy and any amendments are subject 
to comptroller approval.
5. Any city can write its own travel policy and 
file it with the comptroller. A travel policy 
technical
bulletin 
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written and adopted by a city does not need 
comptroller approval, it just has to be filed.
6. If a city wants different travel policies or 
reimbursement rates for different boards, 
board members, or employees, it apparently 
can do that. But the city must write its own 
policy and file it with the comptroller.
7. If a city adopts the MTAS model, it must 
decide which travel reimbursement rate 
schedule (federal or state) to follow and 
complete the blank line, pass the ordinance, 
and notify the comptroller in writing.
8. Municipalities may provide vehicles for 
city officials. This sample travel policy 
does not cover the requirement that “a 
written policy shall be adopted by the 
municipal legislative body. The written 
policy for vehicle use shall be separate from 
the travel and expense policy provided for 
in the previous sections and shall contain 
no other subject matter.”
9. Travel allowances not supported by 
adequate documentation are considered 
compensation. If statute, charter, or 
private act limits an official’s pay, 
undocumented travel could cause the 
salary to exceed that limit.
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ORDINANCE NO. ____________
AN ORDINANCE OF THE CITY (TOWN) OF ____________________, TENNESSEE,
TO ESTABLISH TRAVEL REIMBURSEMENT REGULATIONS FOR CITY OFFICIALS
AND CITY EMPLOYEES CONDUCTING OFFICIAL BUSINESS.
PURPOSE
The purpose of this ordinance and referenced regulations is to bring the city into compliance with 
Tennessee Code Annotated § 6-54-901–907. This law requires Tennessee municipalities to adopt travel 
and expense regulations covering expenses incurred by “any mayor and any member of the local 
governing body and any board or committee member elected or appointed by the mayor or local 
governing body, and any official or employee of the municipality whose salary is set by charter or 
general law.”
To provide consistent travel regulations and reimbursement, this ordinance is expanded to cover 
regular city employees. It is the intent of this policy to assure fair and equitable treatment to all 
individuals traveling on city business at city expense.
ENFORCEMENT
The chief administrative officer (CAO) of the city or his or her designee shall be responsible for the 
enforcement of these travel regulations.
TRAVEL POLICY
A. In the interpretation and application of this ordinance, the term “traveler” or “authorized 
traveler” means any elected or appointed municipal officer or employee, including members of 
municipal boards and committees appointed by the mayor or the municipal governing body, and 
the employees of such boards and committees who are traveling on official municipal business 
and whose travel was authorized in accordance with this ordinance. “Authorized traveler” shall 
not include the spouse, children, other relatives, friends, or companions accompanying the 
authorized traveler on city business, unless the person(s) otherwise qualifies as an authorized 
traveler under this ordinance.
B. Authorized travelers are entitled to reimbursement of certain expenditures incurred while 
traveling on official business for the city. Reimbursable expenses shall include expenses for 
transportation; lodging; meals; registration fees for conferences, conventions, and seminars; and 
other actual and necessary expenses related to official business as determined by the CAO. Under 
certain conditions, entertainment expenses may be eligible for reimbursement.
 C. Authorized travelers can request either a travel advance for the projected cost of authorized 
travel, or advance billing directly to the city for registration fees, air fares, meals, lodging, 
conferences, and similar expenses.
Travel advance requests are not considered documentation of travel expenses. If travel advances 
exceed documented expenses, the traveler must immediately reimburse the city. It will be the 
responsibility of the CAO to initiate action to recover any undocumented travel advances.
D. Travel advances are available only for special travel and only after completion and approval of the 
travel authorization form.
E. The travel expense reimbursement form will be used to document all expense claims.
F. To qualify for reimbursement, travel expenses must be 
• Directly related to the conduct of the city business for which travel was authorized, and 
• Actual, reasonable, and necessary under the circumstances. The CAO may make exceptions for
   unusual circumstances.
Expenses considered excessive will not be allowed.
G. Claims of $5 or more for travel expense reimbursement must be supported by the original paid 
receipt for lodging, vehicle rental, phone call, public carrier travel, conference fee, and other 
reimbursable costs.
H. Any person attempting to defraud the city or misuse city travel funds is subject to legal action for 
recovery of fraudulent travel claims and/or advances.
I. Mileage and motel expenses incurred within the city are not ordinarily considered eligible 
expenses for reimbursement.
TRAVEL REIMBURSEMENT RATE SCHEDULES
Authorized travelers shall be reimbursed according to the _______________________________ 
[enter either federal or state of Tennessee] travel regulation rates. The city’s travel reimbursement 
rates will automatically change when the ____________________________ [federal or state] rates 
are adjusted.
The municipality may pay directly to the provider for expenses such as meals, lodging, and 
registration fees for conferences, conventions, seminars, and other education programs.
ADMINISTRATIVE PROCEDURES
The city adopts and incorporates by reference—as if fully set out herein—the administrative 
procedures submitted by MTAS to, and approved by letter by, the Comptroller of the Treasury, State of 
Tennessee. A copy of the administrative procedures is on file in the office of the city recorder.
This ordinance shall take effect upon its final reading by the municipal governing body. It shall cover 
all travel and expenses occurring on or after the date of adoption.
THIS ORDINANCE IS ADOPTED THIS ____________ DAY OF ______________________________, 2005.
Signed _____________________________________________________________________________
                Mayor
Attested ____________________________________________________________________________
NOTE
• If a city decides not to adopt this model travel policy and the administrative procedures that 
follow, then that city must prepare and file its own travel policy with the comptroller.
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ADMINISTRATIVE PROCEDURES
TRAVEL REQUESTS
To ensure reimbursement for official travel, 
an approved travel authorization form is 
required. Lack of pre-approval does not 
prohibit reimbursement, but it does assure 
reimbursement within the limits of the city 
travel policy. All costs associated with the 
travel should be reasonably estimated and 
shown on the travel authorization form. 
An approved authorization form is needed 
before advanced expenses are paid or travel 
advances are authorized. A copy of the 
conference program, if applicable, should be 
attached to the form. If the program is not 
available prior to the travel, submit it with 
the reimbursement form.
TRAVEL DOCUMENTATION
It is the responsibility of the authorized 
traveler to
1. Prepare and accurately describe the travel,
2. Certify the accuracy of the reimbursement 
request,
3. Note on the reimbursement form all direct 
payments and travel advances made by the 
city, and
4. File the reimbursement form with the 
necessary supporting documents and 
original receipts.
The reimbursement form should be filed with 
the finance department within 10 days of 
return or at the end of the month, whichever 
is more practical.
Transportation
All potential costs should be considered 
when selecting the modes of transportation. 
For example, airline travel may be cheaper 
than automobile when time away from 
work and increased meal and lodging costs 
are considered. When time is important, or 
when the trip is so long that other modes 
of transportation are not cost-beneficial, air 
travel is encouraged.
If the traveler goes outside the state by means 
other than air, the reimbursement will be 
limited to air fare at tourist or economy class, 
ordinary expenses during the meeting dates, 
and one day’s meals and motel before and after 
the meeting. The traveler will be required 
to take annual leave for any additional time 
taken beyond the day before and the day after 
the meeting dates.
Exceptions: When the traveler extends the 
trip with personal time to take advantage 
of discount fares, the reimbursement will be 
limited to the lesser of the
1. Actual expenses incurred or
2. Amount that would have been incurred for 
the business portion only. The calculations 
for the business portion of the trip must 
be made using the least expensive rates 
available.
All expenses and savings associated with 
extending the trip must be submitted with the 
expense reimbursement form.
A. Air
When possible, the traveler should make 
full use of discounts for advance airline 
reservations and advance registration. 
The traveler should request conference, 
government, or weekend rates, whichever 
is cheaper, when making lodging or rental 
car reservations. The city will pay for 
tourist or economy class air travel. The 
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traveler should get the cheapest reasonable 
fare and take advantage of discount fares. 
Airline travel can be paid by direct billing 
to the city.
Mileage credits for frequent flyer programs 
accrue to the individual traveler. However, 
the city will not reimburse for additional 
expenses—such as circuitous routing, 
extended stays, layovers to schedule 
a particular carrier, upgrading from 
economy to first class—for travelers to 
accumulate additional mileage or for other 
personal reasons.
The city will not reimburse travel by 
private aircraft unless authorized in 
advance by the CAO.
B. Rail or Bus
The city will pay for actual cost of ticket.
C. Vehicles
Automobile transportation may be 
used when a common carrier cannot be 
scheduled, when it is more economical, 
when a common carrier is not practical, or 
when expenses can be reduced by two or 
more city employees traveling together.
• Personal Vehicle. Employees should 
use city vehicles when possible. Use of 
a private vehicle must be approved in 
advance by the CAO. The city will pay 
a mileage rate not to exceed the rate 
allowed by the federal or state schedule, 
whichever the city adopts. The miles for 
reimbursement shall be paid from origin 
to destination and back by the most 
direct route. Necessary vicinity travel 
related to official city business will be 
reimbursed. However, mileage in excess 
of the Rand-McNally mileage must be 
documented as necessary and business-
related. If an indirect route is taken, 
the Rand-McNally mileage table will 
be used to determine the mileage to be 
reimbursed.
If a privately owned automobile is 
used by two or more travelers on the 
same trip, only the traveler who owns 
or has custody of the automobile will 
be reimbursed for mileage. It is the 
responsibility of the traveler to provide 
adequate insurance to hold harmless the 
city for any liability from the use of the 
private vehicle.
In no event will mileage 
reimbursement, plus vicinity travel and 
associated automobile costs, exceed the 
lowest reasonable available air fare and 
associated air fare travel costs.
Travelers will not be reimbursed for 
automotive repair or breakdowns when 
using their personal vehicle.
• City Vehicle. The city may require the 
employee to drive a city vehicle. If a 
city vehicle is provided, the traveler is 
responsible for seeing that the vehicle 
is used properly and only for acceptable 
business. The employee will be 
reimbursed for expenses directly related 
to the actual and normal use of the city 
vehicle when proper documentation 
is provided. Out-of-town repair cost to 
the city vehicle in excess of $100 must 
be cleared with the proper city official 
before the repair is authorized.
THE TENNESSEE CITY RECORDER HANDBOOK • MUNICIPAL TECHNICAL ADVISORY SERVICE   89
02.11.05
MUNICIPAL TRAVEL POLICY
Updated by Melissa Ashburn, Legal Consultant
• Rental Cars. Use of a rental car is not 
permitted unless it is less expensive or 
otherwise more practical than public 
transportation. Approval of car rental 
is generally required in advance by the 
CAO. Always request the government 
or weekend rate, whichever is cheaper. 
Anyone who uses a rental car for out-
of-state travel must obtain liability 
coverage from the vendor.
• Fines for traffic or parking violations
will not be reimbursed by the city.
• Reasonable tolls will be allowed 
when the most direct travel route
requires them.
D. Taxi, Limousine, and Other 
Transportation Fares
When an individual travels by common 
carrier, reasonable fares will be allowed 
for necessary ground transportation. Bus 
or limousine service to and from airports 
should be used when available and 
practical. The city will reimburse mileage 
for travel to and from the local airport and 
parking fees, provided such costs do not 
exceed normal taxi/limousine fares to and 
from the airport. Receipts are required.
For travel between lodging quarters 
and meetings, conferences, or meals, 
reasonable taxi fares will be allowed. 
Remember, original receipts are required 
for claims of $5 or more. Transportation 
to and from shopping, entertainment, or 
other personal trips is the choice of the 
traveler and not reimbursable.
Reimbursement claims for taxis, 
limousines, or other ground transportation 
must be listed separately on the expense 
form, claiming the destination and amount 
of each fare.
Lodging
The amount allocated for lodging shall not 
ordinarily exceed the maximum per diem rates 
authorized by the federal or state rate schedule, 
whichever is chosen by the city.
A. If the city reimburses using the federal 
rates, the Government Services 
Administration provides guidelines for 
determining the maximum that can be 
reimbursed for lodging. These amounts 
are available on line at http://policyworks.
gov/org/main/mt/homepage/mtt/perdiem/
perd05d.html. The rates are the maximum 
reimbursable rates for hotel rooms plus 
appropriate taxes.
If the city chooses Tennessee’s 
reimbursement rate, the amount varies 
according to location, and does not 
include appropriate taxes. State rates for 
travel reimbursement can be found in the 
state regulations online at http://www.
state.tn.us/finance/act/policy8.pdf.
B. Original lodging receipts must be 
submitted with the reimbursement form. 
Photocopies are not acceptable.
C. If a traveler exceeds the maximum lodging 
per diem, excess costs are the responsibility 
of the traveler.
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D. If the best rate is secured, and it still 
exceeds the maximum lodging per 
diem, the CAO may authorize a higher 
reimbursement amount.
Even if it costs more, travelers may be 
allowed to stay at the officially designated 
hotel of the meeting; however, more 
moderately priced accommodations must 
be requested whenever possible. It will 
be the traveler’s responsibility to provide 
documentation of the “officially designated 
meeting site” room rates, if these rates 
are higher than the normal reimbursable 
amounts.
E. If two or more city employees travel 
together and share a room, the lodging 
reimbursement rate will be the maximum 
of two single rooms. If an employee shares 
a room with a non-employee, the actual 
cost will be allowed up to the maximum 
reimbursable amount. The receipt for the 
entire amount must be submitted with the 
expense form.
Meals and Incidentals
Receipts are not required for meals and 
incidentals. The authorized traveler may be 
reimbursed the daily amount based on the 
rate schedule and the authorized length of 
stay. The per diem meal amounts are expected 
to cover meals, tips, porters, and incidental 
expenses. The authorized traveler will not be 
reimbursed more than this.
Whether meals may be claimed depends on 
when the traveler leaves and returns to the 
official station. The traveler’s official station is 
home or work, whichever produces the least 
cost to the city. When partial day travel is 





Breakfast 7 a.m. 8 a.m.
Lunch* 11 a.m. 1:30 p.m.
Dinner** 5 p.m. 6:30 p.m.
*Generally, lunch will not be reimbursed unless 
overnight travel is involved. Lunch may be 
reimbursed if departure is before 11 a.m. and the 
employee is eligible to be reimbursed for dinner.
** When overnight travel is involved, 
dinner reimbursement is made regardless 
of departure time.
Regardless of which reimbursement rate the 
city uses, the amounts include tip, gratuity, 
etc. The hour and date of departure and 
return must be shown on the expense 
reimbursement form.
The excess cost of an official banquet may be 
allowed provided proper documentation or 
explanation is submitted with the expense 
reimbursement form. If a meal is included as 
part of a conference or seminar registration, 
or is included with the air fare, then the 
allowance for that meal should be subtracted 
from the total allowance for the day. For 
example, if a dinner is included as part of the 
conference fee, the maximum meal allowance 
for the day should be reduced by the allowed 
dinner amount.
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PLEASE NOTE:
The municipality has selected to reimburse 
travelers at the ______________________
[enter either federal or state] travel regulation 
rates. The city’s rates will automatically 
change when the selected agency rates 
are adjusted.
Miscellaneous Expenses
A. Registration fees for approved conferences, 
conventions, seminars, meetings, and 
other educational programs will be allowed 
and will generally include the cost of 
official banquets, meals, lodging, and 
registration fees. Registration fees should 
be specified on the original travel request 
form and can include a request for pre-
registration fee payment.
B. The traveler may be reimbursed for 
personal phone calls while on official 
travel, but the amount will be limited to 
$5 per day.
C. A $4 allowance will be reimbursable 
for hotel/motel check-in and baggage 
handling expenses.
D. Laundry, valet service, tips, and gratuities 
are considered personal expenses and are 
not reimbursable.
E. For travel outside the United States, 
all expenses claimed must be converted 
to U.S. dollars. The conversion rate 
and computation should be shown on 
each receipt.
Entertainment
The city may pay for certain entertainment 
expenses provided that the
A. Entertainment is appropriate in the 
conduct of city business;
B. Entertainment is approved by the CAO;
C. Group or individuals involved are 
identified; and
D. Documentation is attached to the 
expense form to support the entertainment 
expense claims.
To request reimbursement for authorized 
entertainment expenses, be sure to include 
with the expense reimbursement form
A. Required receipts. All requests must be 
supported by original receipts from the 
vendor (restaurant, caterer, ticket office, 
etc.) Reasonable tips and gratuities 
included on the receipt by the vendor
are reimbursable.
B. A disclosure and explanation statement, 
explaining the purpose of the 
entertainment and identifying the group 
and the number of people entertained 
(or individual names listed if not 
a recognized group).
If the CAO is the person filing the claim, then 
it must be approved by the governing board 
before the finance officer authorizes payment.
TRAVEL RECONCILIATION
 A. Within 10 days of return from travel, 
or by the end of the month, the traveler 
is expected to complete and file the 
expense reimbursement form. It must be 
certified by the traveler that the amount 
due is true and accurate. Original lodging, 
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MTAS OFFICES
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B. If the traveler received a travel advance and 
spent less than the advance, the traveler 
should attach a check made payable to the 
city for that difference. 
C. The CAO will address special circumstances 
and issues not covered in this ordinance on 
a case-by-case basis. 
DISCIPLINARY ACTION
Violation of the travel rules can result in 
disciplinary action for employees. Travel fraud 
can result in criminal prosecution of officials 
and/or employees.
travel, taxi, parking, and other receipts must 
be attached.
If the city provided a travel advance or 
made advanced payment, the traveler 
should include that information on the 
expense form. In the case of advances, the 
form should have a reconciliation summary, 
reflecting total claimed expenses with 
advances and city pre-payments indicated. 
The balance due the traveler or the refund 
due the city should be clearly shown below 
the total claim on the form or in a cover 
memo attached to the front of the form. 
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CITY OF
I hereby request authority for travel on official city business to the destination
on the dates and for the purpose indicated below.
 DATE CITY & STATE HOTEL ADDRESS PURPOSE OF TRIP
Accompanied By
APPLICANT                                                                        Department Account
Signature ______________________________________________________
Total Estimated Cost of Travel $
SPECIAL FUNDING REQUESTS (Select items requested.)
Registration Prepayment
Prepaid Airline Tickets
Travel Advance of $
APPROVAL (Please note: Approval of travel requests by the signatory below indicates that
adequate funding is provided in appropriations to cover the estimated costs of this travel.)
Signature ___________________________________  Signature ___________________________________
Department Head Chief Administrative Officer
AUTHORIZATION FOR TRAVEL
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NAME: ADDRESS:
SOCIAL SECURITY NO.:
AMOUNT TO PAY:  $ CITY, STATE, ZIP
      DATE ACCOUNT OBJECT





Departure Date: Hour: Return Date: Hour:
Form T-2STATEMENT OF EXPENSE CLAIMS
incurred while traveling on city business
CITY OF
MEALS OTHER EXPENSES
  DATE Break-            Trans-       Taxi, phone,             TOTAL
  Month-Day Where Incurred Lodging fast Lunch Dinner    portation     entertainment, etc.       Amount            each line
TOTAL each column: TOTAL each column:
If an adjustment is made, a supplemental expense account
may be filed when proper documentation has been
obtained. The original reimbursement check number
should be referenced when filing a supplemental claim.
Original check number:
Approved:
                      Department Head Date
Approved:
                      Mayor/Manager Date
I certify that the above-stated expenses were incurred by me
while traveling on city business.
       If checked, please return for correction of any errors.
Otherwise the necessary adjustment will be made.
Signature:
Title:
         PLEASE STAPLE RECEIPTS TO THIS FORM.
0.00
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The University of Tennessee does not discriminate on the basis of race, sex, color, religion, national origin, age, disability or veteran status in provision of educational 
programs and services or employment opportunities and benefits. This policy extends to both employment by and admission to the University.
The University does not discriminate on the basis of race, sex or disability in its education programs and activities pursuant to the requirements of Title VI of the 
Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act 
(ADA) of 1990.
Inquiries and charges of violation concerning Title VI, Title IX, Section 504, ADA or the Age Discrimination in Employment Act (ADEA) or any of the other above 
referenced policies should be directed to the Office of Equity and Diversity (OED), 1840 Melrose Avenue, Knoxville, TN 37996‑3560, telephone (865) 974‑2498 (V/
TTY available) or 974‑2440. Requests for accommodation of a disability should be directed to the ADA Coordinator at the UTK Office of Human Resources, 
600 Henley Street, Knoxville, TN 37996‑4125.
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